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^    DEC  16  1-40 


From:  H.  0.  Kart,  Acting  Chief,  Finance  qiA  Accounts  Division"    •  " 

Sub  j e c t  r       P ro c ed.ur e  Re  1  at i ng'  ■  t o  C op i e s  of  Vou'che  i^fe      (ja-i'r e d  and  tj s " 

of  Form  FDA- 507.  •  • '      '  :  •.■ 

By  letter  of  August  28,  1943,  instractions  ^'^ere  issued  to  each  Regional  Fiscal 
Division  re'tiulrihg-  that' 'document' hpndling-  jsrocedures  "be  revised 
^hereyer  necessary  to  permit  satisfactory  operations'  with  one  copy  only  of  , 
§ach  voucher -#itxn.  - the' sole"  exception  of  so-called  commodity  vouchers  with  re-^ 
spect  to  Y/hich  it  is  required  that  one  copy  of  each  be- -sent  to  the  Program., 
Accounting  Section  loca.ted  in  Her?  York  City  and  the  instructions  stated, 
tiherefore,  that"-  two  copies  of  each  such  voucher  are  ne cess aly'.    As  a  result 
Qf  these  instructions,  some  confusion  exists  regarding  attpchments  to  docu- 
ment transni'ttars  (Form 'FDA-50V)  and  this  memorandum,  which  supersedes' all 
previous  issues  on  the  subject,  is  -for  the  purpose  of  .clarifying'  the  situa- 
tion and  establi-s'iiing  a  blhi form  procedure,      ^  '  ■  *: 

|n  the  lette-r  of  :Auga&t  28  referred  to  above,  there' w0.s" 'not  takren-- into  con-^V 
^ideration  the  necessity  for  furnishing  to  tide  Transportation  and  •Warehousing 
Branch  in  !7a.saington  one  copy  of  each  conmodity  purchase  voucher  and  this 
fact  maites ■ it  requisite  to  establish  the  following  categories  of  vouchers 
with  individual  Form  FDA-507  procedure  for  each:  :  ■ 

I  Commodity  Purchase  Vou'chers  Payable  Through  ij-.  F,  Allen,  Chief  Disbursiiig- 
Officer, 

fhe  original  and  three  copies  of  each  such  voucher  will  be  required  for  di^^i- 
position  as  follows: 

' "    .  .(A).;  pri^inal  ^b;' J)isbursing' Office  for  payment.        ■     ■  ' 

"'"  '(B)    Gpp7  "if oy  ^iles.  6'f  p ayin^  .fi seal  office.     -  -vv-^ 

(C)  C'opy  for  Program  Accounting  Section  in  Hew  York  City.  : 

(D)  Copy  for  Transportation  and  Warehousing  Branch  in  Washingtoay  D;  C.'-'. 

After  processing  through,  the  accounts  in  the  paying  fiscal  office.  Form  FDA- 
507  will  be  prepared  in  an  original  and  three  copies,' -i^E  sufficient  descrip- 
tive detail  so  as  to  constitute  a  combiiijiation  accountihg 'dociunent 'and.  trans- 
mittal, for  disposition  as  follows:  "U'S^    --n  {  r 
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(a)    Original  Porm  FDA-507  with  one  cop^  of  es,cii  related  voucher  to  the 

Program  Accounting  Section  in  Hew  York, 
("b)    Copy  of  Farm  FDA-507  with  one  copy  of  each  related  voucher  to  Trens- 

portation  and  Warehousing  Branch  in  -Tashington,  D.  C. 

(c)  Copy  of  Porm  TDA-507  to  Control  and  Reports  Section,  Finance  and 
Accounts  Division,  T7ashington,  D,  C, 

(d)  Copy  of  Porm  PDA-507  for  files  of  paying  fiscal  office.  . 

II  Commodity  Trajasportation  Vouchers  Payahle  Through  G-.  P.  Allen,  Chief  Dis- 
"bursing  Officer. 

The  original  and  two  copies  of  each  such  voucher  will  he  required  for  disposi- 
tion as  follows: 

(A)  Original  to  Dishursing  Office  for  pajment. 

(B)  Copy  for  files  of  paying  fiscal  office. 

(C)  Copy  for  Program  Accounting  Section  in  ITew  York  City, 

After  processing  through  the  accounts  of  the  paying  fiscal  office,  Porm  PDA- 
507  will  "be. prepared  in  an  original  and  two  copies,  in  sufficient  descriptive 
detail  so  as  to  constitute  a  comhination  accounting  doci^ment  and  transmittal, 
for  disposition  as  follows: 

(a)    Original  Porm  PDA-507  with  one  copy  of  each  related  voucher  to 

the  Program.  Accounting  Section  in  Hev?  York, 
("b);  -Copy  of  Porm  PDA-507  .to  Control  and  Reports  Se.ction,  pinance  and 

Accounts  Division,  Tashington,  D.  C. 
(c)     Copy  of  Ponp.  PDA-507  for  files  of  paying  fiscaJ.  office. 

III  Corximodity  Purchase  Vouchers  Payahle  Prom  Capital  Pands  of  Commodity 
Credit  Corporation  (GCP  Prograjm)  [ 

The  original  and  three  copies  of  each  such  voucher  will  he  required  for  dis- 
position as  follows: 

(A)  Original  to  proper  Pederal  Reserve  Bank  for  paymentk 

(B)  Copy  for  files  of  paying  fiscal  office. 

(C)  Copy  for  Program  Accounting  Section  in  Hew  York  City. 

(D)  Copy  for  Transportation  and  :?arehousing  Branch  in  Washington,  D.  C, 

As  these  vouchers  are  not  processed  through  accounts  maintained  either  in  the 
Regional  Piscal  Divisions  or  in  the  pinajice  and  Accounts  Division  in  ^.^ashington, 
the  Porm  PDA-507  to  "be  prepared  in  connection  therewith  will  serve  as  a  t rajas- 
mittal  document  only  and  for  that  purpose  will  "be  dram  in  an  original  and 
three  copies,  containing  sufficient  detail  to  permit  identification  of  the 
items  transmitted,  for  disposition  as  follows: 

(a)     Original  Porm  PDA-507  with  one  copy  of  each  related  voucher  to 

the  program  Accounting  Section ^n  Hew  York, 
(h)     Copy  of  Porm  PDA-507  with  one  copy  of  each  related  voucher  to  the 

Transportation  and  Warehousing  Bfa.nch  in  Washington,  D.  C. 

(c)  Copy  of  Porm  PDA-507  to  Control  and  Reports  Section,  Pinance  and 
Accounts  Division,  Washington,  D,  C. 

(d)  Copy  of  Porm  PDA-507  for  files  of  paying  fiscal  office. 
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ly    Cociraodity  Q^ransportation  Vouchers  Payable  .From  Gapitpl  Tands  of  the 
CoiniDOdity  Credit  Corporation  (GGP  Frograjn)     '         ^*~~  ^• 

The  original  snd  .two  copies  of  each  such  voucher  "be  required  for  disposi- 

tion as  follows: 

(A)  Originpl  to  John  B.  Payne,  Treasurer,  Commodity  Credit  Corporation, 
for  pa^'ment, 

(B)  Copy:,  for  files  of  paying  fiscal  office. 

(C)  Copy  for '.Program  Accounting  Section  in.  Hew  Yorl-c  Cityi  ' 

As  these  vouchers  are  not  processed  through  accoxints  maintained  either  in  the 
Regional  Fiscal  Divisions  or  in  the  Tinsuice  and  Accounts  Biv  is  ion  in  Washing- 
ton, the  Form  FDA-50-7  ,to  "be  prepared  in  connection  ther^'^ith  mll  serve  as  a 
transmittal  document- only  and  for  that  purpose  will  iDe  dra.^m  in  an  originaJ. 
and  two  copies,  containing  sufficient  detail  to  perin.it  identification  of  the 
-items  transmltt'^d;.^  for  disposition  as  follows:  . 

(a)    Original  Form  FDA-507  with  one  copy  of  each  related  voucher  to  the 

"Program  Accounting  Section  in  ITew  York, 
(h)    Copy  of  Form  FDA--.507  to  Control  and  Reports' Section,  Finance  and 

Accounts  Division,,  ."fashington,  D.  C.  ''•'^  - 

(c)    Copy  of  Form  FDA-507  for  files  of  paying  fiscal  office. 

(Hote:    Tith  respect  to  Categories  I,  II,  HI  and  IV,  above,  it  is,  of  course, 
necessary  that  taere  "be  sent  to  the  Program  Accounting  Section  in  ilew  York 
City  not  only' copreV'pf'  ail  vouchers,  but.  also  one  c«py  of  .ea:ch  , related  Sche- 
dule ol^'iDisbursenientk  (Standard  Form'  1064) .    In  preparing  Foras  •FDA-507  for 
these  four  categories ,"  it' 'i^lll  not^  be  necessa-ry-to  list  each  voucher  and  the 
Imount  thereof.-' '  lie  rely  list  the  schedules  sjnd  txhe  total  of  each,  preparing  a  ... 
separate  Form'  FDA-507  for  each  appropriation  or  fund,-  it  being  understood  that 
each  listed  schedule  will  be  supported  by  copies  of  its  related  vouchers,.)  . 

y    All  Adainistra.tive  Fxpense  Vouchers  Payable  From  All  Funds  (Including  the 
Grading  Service  Trxxst  Foixd  T^Z8015)  .  : 

Hereaf  tec  ib  will riDb be  necessary  to  provide  copies  of  such  vouchers  to  the 
office  for  .7hich  payment  may  be  made,  and,  therefore,  the  orig:n-al.  and  one 
copy  only  of  each  such  voucher  ^ill  br?  required,  providing  the  original  to  be- 
sent  to  the  disbursing  office  for  pajonent  and  a  copy  for  the  files  of  the ■  pay--, 
ing  fiscaJ.  office.     In  the  event  more  than  one  copy  of  any  such  voucher  is  re-  . 
ceived,  it  .may  be  destroyed. 

The  Form  FDA-507  to  cover  a  transaction  involving -a  pa>T3ient  by  one  fiscal  office 
for  another  (hereafter  these  will  be  sJimost  exclusive!^ 'transa.ctions  under  the 
grading  service  trust  fund  13X8015  in  which  the  Finance  and  Accounts  Division 
in  Washington  will  be  so  notified)  will  be  prepared -in  an  original  and  two 
copies,  providing  the  original  for  "the  receiving  office',  a  copy  for  the  Con- 
trol and  Reports  Section,  Finance  and  Accounts  Divisl^)n, 'Washington,  D.  C. , 
and  a  copy  for  *th6  files  of  the  paying  fiscal  of fice,'*  and  :must  contain  suf- 
ficient information  for  the  receiving  office  to  post  its  accounts  and  also  to 
know  precisely  the  nature  of  the  transaction  and  the  exact  reason  for  the 
transfer  of  the  charge , 
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For  example,  a  Form  PDA-SO?  notifying  the  Washington.,  office  of  payment  'by 
another  office  of  a  travel  reimlDUrsement  account  chargeaJble  to  the  grading 
service  trust  fund  12X8015  should  he  identified  as  "pa^^Tiient  for  others",  and 
should  bear  the  transmittal  nurnher,  complete  fund  s^Tiihol,  proper  identification 
of  "both  the  receiving  and  paying  offices  and,  in  addition,  should  show  the 
bureau  voucher  number,  name  of  the  traveler,  letter  of  authorization  number^ 
period  of  travel,  the  ajmount,  and  the  branch  or  division  ^hose  accounts  are 
affected.    If  any  transportation  requests  are  involved,  they  should  be  dis- 
posed of  in  accordance  .with  the  billing  instructions  appearing  thereoia;  that 
is,  if  they  will  be  billed  to  the  office  ^?'hich  has  paid  the  travel  voucher, 
the  carbon  copies  of  the  requests  should  be  retained  by  that  office  to  a^.mit 
receipt  of  the  carriers*  bills.     In  this  event,  the  Form  FDA-SO?  covering  pay- 
ment of  the  travel  voucher  should  bear  notation  of  the  numbers  of  the  trans- 
portation requests  and  the  amount  of  each;  subsequent  Forms  FI5A-507  will,  con-  , 
tain  advice  of  the  paj'Tnent  of  the  tramsportation  requests.    If  the  carriers  will 
bill  the  office  for  which  the  travel  voucher  was  paid,  the  carbon  copies  of 
transportation  requests  should  be  attached  to  the  Form  FDA-507  notifying  of  pay- 
ment of  the  tr^.vel  voucher. 

Other  tj^pes  of  vouchers  likewise  can  be  readily  and  sufficiently  identified  on 
Form  FDA-507  if  proper  care  is  exercised  to  insure  tha.t  such  pertinent  data  as 
contract  numbers,  purchase  order  numbers,  miscellaneous  encumbrance  numbers, 
and  similar  items  are  shown. 

Ordinarily  there  should  be  no  need  to  support.' ForEis  FDA-507  advising  of  any 
type  of  collection  with  the  schedules  of  collections  or  other  documentary  evi- 
dence but  s\ich  Forms  FDA-507  must  provide  complete  information  as  to  each  such 
transaction  including  reference  to  the  name  of  the  remitter,  the  nature  of  the 
remittance  and  date  received,  the  amount,  the  schedule  of  collections  number 
and  the  date  thereof. 

ITormall^^  Forms  FDA-507  should  be  prepared  from,  unaccomplished  or  unpaid  docu- 
ments; there  appearing  to  be  no  good  reason  why  the  forms  should  be  delayed 
awaiting  payment  or  accomplishment*  and  such  paid  or  accomplished  inform.a.tion 
as  may  in  unusual  cases  be -absolutely  needed  by  the  receiving  office  can  be 
obtained  by  subsequent  correspondence.     It  is  recognized  tha.t  there  may  be 
times  when  a  particular  Form  FDA-507  may  be  judged  to  be  in  need  of  support 
in  the  form  of  documentary  evidence,  but  these  cases  should  be  very  few  in 
numbe;r. 

It  is  e"iphasized  that  the  Form  FDA-507  is  a  very  flexible  document  and  can 
be  adapted  to  use  as  an  accounting  document  exclusively,,  as  a  combination 
accounting  advice  and  transmittal,  or  as  a  plain  transmittal  or  advice  re- 
quiring no  accoujit  processing.     It  is  recommended  and  urged  that  full  advan- 
tage be  talcen  of  the  possibilities  of  this  form  beaming  in  mind  that,  whatever 
the  use  may  be,  it  must  b.ear  a  number  in  the  established  .off ice  series  and 
copies  must  be  furnished  to  interested  parties  always  including  the  Control 
and  Rep.orts  Section,  Finance  and  Accounts  Division,  Washington,  D.  C. 


